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Appendix H: Construction Supporting Documents

H.1 General Information and Guidance

The “Supporting Documents” feature shown on many screens allows electronic files to be
attached to the EEBAC system. This allows for data to be stored for use by all parties within
EEBACs instead of in separate hardcopy locations. The system uploads a copy of the
electronic file from your computer to that specific page. The EEBAC files are stored in the
same format as the copied original. Once stored in EEBACs the file cannot be edited. The
electronic file saved in EEBACs is stand alone and not linked to any specific computer or any
changes made to the original file later.

Users may open a file and it may appear to make changes but it will not be saved in
EEBACs. Instead the system will ask if you would like to save a copy of the changed
document to your computer. The electronic file saved in EEBACs is stand alone and not
linked to any specific computer or any changes made to the file later.

File types that can be uploaded to EEBACs include Word documents, Excel, PDF, scans, and
pictures. If an item is uploaded to EEBACSs, it is viewable by all people that have rights to
view that tab. No sensitive, private, or personal information should be uploaded to EEBACs.

Only add documents that are directly relevant to that specific page (i.e. do not add every
photo taken for a particular day, only photos critical to the described issue or to document a
specific changing condition. General photo records including all photos should be kept
outside of EEBACs according to Division procedures.)

H.1.1 Adding Files to EEBACS

Find the Supporting Documents section on the page you are using. Many but not all of the
entry pages have this section.

e Click the “Add Document” Button

Supporting Add Document

Cocuments: t

This will open up a dialog box to search and select the file from the computer you are on.

e Click the “Browse” button

Supporting File:

Documents: —
T
Add Document
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Using the popup dialog:
e Select the file you wish to attach to the EEBACS page.
e Click the “Open” button

Choose File to Upload

Look it | 9 Pay infao

y |y agg base
ﬁ lﬁEstimates
MyRecent B 10TR Asphalt Tickets.xls
Documents 51 107R Base Tickets 10-2.x1s
= 30TR Base Tickets 11-2,xls
IEJJC)TF{ Chip Seal Tickets REV 8-30-07.xls
IEJju:ulzr curb meas. xls
B 10TR Pay SummaryE-30-07 s
B 10TRAsphalt Tickets,xls
@keys wall meas, xls
IEJpem-'ement rnarking. xls
__—_)g 'E]summary book 1-8.pdf
by Computer

hdw Metwork File name: jotr curb meaz. ks
Places

My Documents

Filez of type:

The Document is now ready for attachment. If you cancel or close this page without saving
the file will not be saved.

e Click “Save” button

Supporting File:
Cocuments:
|C:‘-,Docurnent5 and Set][ Browse...
rEemarks: B 7 g % E E E

Save & Close | Save | Delete | | Cancel | | Cancel & Close
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The page will save and refresh to show the file now attached and available as a link.
Additional files may be added using the process previously described.

Supporting File Mame:
Documents: jotr curb meas.xls

Add Document

H.1.2 View Attached Files in EEBACS

Find the page with the document you wish to view. The document files available to view on
this page will show as an underlined links in the File Name box.

Suppaorting

Cocuments:

File Mame:
10tr curb meas.xls

e Click the filename link for the file you wish to view

Supparting

Cocuments:

File Name:
jofr curh meas.xls

A dialog box will open promoting you to open the file (view) or to save a copy of the file to
your computer.

e Click “Open” button.

File Download 3]

Do you want to open or zave this file?

L@J Hame: 1e9_1eSd6360c435070a2407 c3baSa2e0429. x5
L Type: Microsoft Office Excel 97-2003 Workshest, 24,008
Fram: eebacs-demo2.symplicity.com

Open Save Cancel

[+] Ahaaps ask befare apenin type of file

| | “While files from the Intemet can be usehul, some hles can potentially
e haim your computer, [T pou do not st the source, do not open of
zave this file. 'whal's the risk?
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The file will open in the original program in another window. The original EEBACs page you
were on will still be open in another window. You can now View & Print the file as needed.

gw,, = B e N view.php [Read-Only] [Compatibility Mode] - Microsoft Excel - 82 X
- Home Insert Page Layout Formulas Data Review View Acrobat @ - = x
::;‘ Arial -l A AT =|[®-| |SiwrapText General - Eg A‘_;; _Adl j‘:‘j 3 _DJ j:]:":‘tfsu"" %7 }}
Feste # Format Painter B U-H- & A |EE=E i Merge B Center = ||[ 8 ~ % o || %8 5% Fc;:\“wda‘t‘tl\:nnjl- a:?all::\ae" stvfl?!- fnsert Belete Formet &2 Clear E"f.':,if ;Tedd“.
Clipboard Tl Font \Fi gnment \Fi Number ) Styles Cells Editing
[ 110 - | ¥
A B C E F G H | J K L M N
1 CA PRA JOTR13(1) Keys View Road 80901X Concrete curb , 375 mm
2
3 |Meas by Bob, Larry , Lorell 10/9/07 Meas. by Lawrence, Larry, Lorell 10/16/07
4| Left Right
5 Section|Sta Length Section Sta Length
6 1 28+545| 197.8 1 28+720 31.6
7 2 28+420| 126.0 2 28+295 423.0 ©@ 1
8 3 28+280| 8775 3 28+240 545
9 4 27+530 56.3 4 28+185 43.0
10 5 27+475| 177.0 5 28+130 61.7 | _|
11 6 27+180| 117.0 6 27+900 232.0
12 7 27+080 90.5 7 27+252 639.5
13 8 26+900| 186.2 8 27+000 2483 Ll
14 9 26+895 135.6 9 26+960 51.5
15 10 26+762 26.8 10 26+530 427.0
16| 11 26+735 57.5 11 26+478 53.3
17| 12 26+678| 101.5 12 25+980 486.0
18 13 26+570| 284.8 13 25+810 181.4

H.1.3 Save Changes Made While Viewing

If you make changes while viewing a file attached in EEBACs you have the option to save a
revised version of the file to your computer. There is no way to directly overwrite the old
version in EEBACs.

Therefore while viewing a file, make all the changes you would like using the standard tools
available in that application. When you are ready to save the file with changes to your own
computer:

e Click the "x” to close the window
A dialog box will appear asking if you want to save a copy of the file with changes.

e Click “Yes”.
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NC LR T Ok
—&-’y Home Insert Page Layout Formulas Data Review View Acrobat
= iz::)y Arial 10 || A AT f f fl'_vi'_l_ = Wrap Text General - ‘E];ﬂé _‘I_";’f;
Pajte J# Format Painter g e o & - é- = = =i £ | 5 Merge & Center - $ % o )|t S8 ;:jrgiltttllilalv a:?r;rgla;-
Clipboard (] Font L] Alignment L] Mumber L] Styles
- 5|
A B I E F G H I J
1 CA PRA JOTR13(1) Keys View Road 60901X Concrete curb, 375 mm
2 FINAL PAY MEASUREMENTS
3 Meas by Bob, Larry , Lorell 10/9/07 Meas. by Lawrence, Larry, Lorell 10/16/07
4 Left Right
5 Section|Sta Length Section Sta Length
6 1 28+545 197.8 1 28+720 31.6
7 2 28+420 126.0 2 28+295 423.0 |
8 3 28+290 877.5 3 28+240 54.5
9 4 27+530 56.3 4 28+195 43.0
10 5 27+475 177.0 5 28+130 61.7 %
11 6 27+180 117.0 6 27+900 232.0
12 7 27+080 90.5 Microsoft Office Excel
13 8 26+900 186.2
14 9 26"‘895 1356 g Do vwou want to save the changes vou made to "view.php'?
‘15 10 26+?62 268 Yes [ Mo ] [ Cancel ]
16 11 26+735 57.5 1 z TO To.9
17 12 26+678 101.5 12 2 90 486.0
The next dialog will remind you that the EEBACS file is read only and the document will
need to be saved as a copy on your own computer.
(W] ~ LQOT 1 ID 0.0
7.0 5 28+130 61.7
7.0 6 27+900 232.0
05| f X
6.2
5 6 & "viewy, php' is read-only, To save a copy, click OK, then give the workbook a new name in the Save As dialog box,
6.8
?5 11 20THM0 W
1.5 12 25+990 486.0
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e Click “ok”. The standard ‘Save As’ box will appear.

e Select the location and enter the name of the file you would like to save.

e Click “Save”.

Save in: | I Pay info [k

lv..l| @*E‘Q )(Dljv

@ [y Recent (C)agq base
Documents E]Estimates

(@} Desktap B 10TR Asphalt Tickets.xls
B 10TR Base Tickets 10-2.xls

"D"Y X 1 10TR Base Tickets 11-2.xls
OCUMeEns
B 10TR Chip Seal Tickets REY &-30-07.xs
d ncqgmputer Ejotr curb meas s
N B 10TR Pay Summarya-30-07.xls
o My Metwor] .
.ﬂ Places @JOTRAsphalt Tickets, xls

B kerys wall meas, s
@pavement marking.xls

File name: |Copy af wigw.xls

v

Save as bype: |Excel 97-2003 Warkbook (¥, xls)

v

Tools -

[

Save

]’ Cancel l

P2 |

T

The file with changes is nhow saved to your computer. The original file in EEBACs remains

unchanged.

H.1.4 Save Copy of EEBACS File

Find the page with the document you wish to save off of EEBACs. The document files
available to save on this page will show as an underlined links in the File Name box.

Supporting

Dociments: File Mame:

1otr curb meas.xls

e Click the filename link for the file you wish to save

Supporting File Mame:
Cocuments: .
jotr curb meas.xls
Frr.,
b

EEBACS User Guide 1.0
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A dialog box will open promoting you to open the file (view) or to save a copy of the file to
your computer.

e Click the “Save” button

File Download

Do you want to open or zave this file?

=)

Hame: 1e9_1eSd6360c435070a2407 c3baSa2e0429. x5
Typer Microsoft Office Excel 97-2003 \Workshest, 24,088
Fram: eebacs-demo2.symplicity.com

X

Open

J

Save Cancel

J |

(] Absayz ask befare apening this type of file

9

save this file. What's the risk?

“While files from the Intemet can be usehul, some hles can potentially
haim your computer, [T pou do not st the source, do not open of

This will open a dialog where you can choose the location to save the file and the name to

save it as.

e Select the location on your local computer to save the file.

e Enter the name you want the file to be saved as

e Click “Save”.

Savein; | (=3 Pay info

&_’.

My Recent
Documents

[

Desktop

=

@

ty Documents

-

dy Computer

@

y M etwiork,

|3 agg base

@Estimates

B 107TR Asphalt Tickets, ks
E]10TR Base Tickets 10-2.xls
E10TR Base Tickets 11-2.xls
@I_jJOTR Chip Seal Tickets REY 8-30-07.xls
B jotr curb meas. s

E10TR Pay Summary8-30-07.xls
E10TRAsphal Tickets, xls
Ekeys wall meas, xls
Ell_jpavement marking. xls
EI,_]LIPDF\.TED jokr curb meas, xls

File: name;

| 3_1e3d6360c4 350702407 c3bab82e0429 0l % |

[ Save _

Save az type:

| Microzoft Office Excel 37-2003 W orkshest

w | [ Cancel ]
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The file will now download and show the progress. When download is complete; close the
dialog box.

Download complete

= Download Complete

+ 3507042407 c3baS82e0429, x5 From eebacs-demo2.symplicity.com

T T I I LI I LTI T LI T I T I ST I IR 11 [

Downloaded: 24.0KE in 1 sec

Diownload bo: C:\Documenk, . \Saved EEBACS curb file.xls
TransFer rake: 24.0KEfSec

[ Clase this dialog box when dowrdoad camphates

Open ] I Open Folder Cloze

H.1.5 Deleting Attached Files from EEBACs

If you have attached a file in error or it is no longer needed, you can remove the file from
EEBACs. You must have the ability to edit the page where you want to delete the file. If you
do not have the edit right for that page, contact the person who does ( ex. IDR creator) so
they can remove the file.

Go to the Edit tab for the page where you would like to delete the file.

Supporting File Name: %
Documents: iotr curb meas.xls

oeie | (I
Add Document

e Select the “Delete” button for the file you wish to remove. A warning will appear
reminding you this is permanent action.

e Click “ok”.
- Message from webpage [zl

\_‘;j Are wou sure - this action is not reversible?

[ OF l [ Cancel

 §

The document is no longer listed.
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e Click “Save”. The document has been removed from the page.

Supporting
Cocuments: Add Document
Femarks: B 7

Save & Close | | Save | Delete | | Cancel | | Cancel & Close
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